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Recommendation No. 1llc

Prepare a paper directing Chief, Clerical Staffing Branch to
canvass all components of the Agency annually for unclassified
work to be performed by clerical employees in process at TAS.

In our discussion of this recommendation the Chief, Clerical Staffing
Branch was directed to prepare a draft notice which would achieve the
recommendation's purposes. Attached is a draft Headquarters Notice which
- we propose for publication and distribution to supervisors throughout the
Agency. The recommendation refers only to unclassified work, but because
of the occasional availability in TAS of cleared clerical personnel, we con=-
sider it useful to mention the possibility of accepting some classified work
subJect to appropriate controls.
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3 Recommendation No. 11d

Seek professional advice in planning and submit a proposal for
improving the decor of the TAS.

i We have communicated informally with the Chairman, Fine Arts Commission,
' concerning the redecoration of the space which CSB will occupy on the third

floor of the Ames Building when their pPending move is completed. Attached is

a list of the suggestions Prepared by the Chief, C r staff, A copy of
these suggestions is now in the hands of Mz, Chairman of the

Fine Arts Commission, and he has indicated that we may expect to receive the
Commission's advice and suggestions in the near future.
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RECOM TRIDATION HO. b

Initiate prompt action to establish e system lusuring pesitive and
can%inuous control and loc.avion of ell Officinl Pavsonnel Pilos.

1. The attached memorandun for Chie?, Control Division Zrom Calel,
Teansnctlons ond Recoxds Breach outlines the Initial roview made of
administrative control of Officlal Parsonnel Flles.

2« Tho following i8 a swamary of ectlong taléns

B. 4 seni-numal inventory was reinstituted in Juns 1971,
This 1nve"zwry ia nore than half complebe. Results prove the
inventory o be worthwille and a Duriher precaution Jov M«;rar~>ad
Iils control. Tims fw wa hava been gble to gconduct the invoeniovy
with prascat atail.

b. Leveral Departments and Agencles were ccoasuited as to hov
they handlisd tha control of their Official Perzonnel folders. #Froa
this, wo consider our .mndling of foldors to be suparicr Yo tuct in

. those orpgenizatlons and recommand the adoptlon of osﬂJ ous fenluve.
We ballove that all Offlicial Persomnel Follers belng rogaoated by
officlals in the iiedcuarters ares should be plcked up in porson
from the File Toom. It 18 estimated thet 85 to 90 percent are
‘ploked up in thls weaner ot tho present time.

¢. Discucslons have been held and o xoquirement levied on the
| 8IP3 Group for consideration of sn en~line computer contrel of tha
Offlclal Persornael Folder.

25X1A ‘ d. Attachad are dralts of a Hegdauarters Notice (Tch A) zad
oo OPM (4ab B) calling attention to "Control ond Icon
of Officlal Parsonnel ioldera,” ond enphadizing arcas ip wilch

difflcultios hove been encountered in the control of the Cificial
Perconnal iolder baocause of lack of edninfotrative discinline in
following the procadures znd requirements of thot Ilandbecl., The
proposed Iiotico also stipulates that OIficizl Personnel folders
must ba picked up in person by Headquarbers based@ personucl and
that tha fandbodk ie bueing changed accordingly.

3. Ye bolieva the cuw of thesa sctions will smbitendiadly dnprove
the control of 0fficial lersonnel Foldaers. With the spproval of thz
Daputy Director for Support wa shall process the attach*ﬁ Hoelouarbers
Hotice and OF{ for publication,
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IO OTIARTON 10, 16

Periorm a stuly of the workload damands wpon the Central. PR}CQJL.LM’;
Broaeh gubsequent ©o ovorcens narcoansl roductlion m\ﬁgrams such oo RALDA
and OPIED, to detummine rrrpower needs of the Dranch. :

: 1+ The BALPA and OFuD reduction progrems cwemd the ;w"iud
Dacarbor 1907 « June 1070. To get a true pleture of the worklosd ohnroag
wa are wsing FY 1607 s tho base year for comparison with ¥Y 1985, 15 vj,
1970 and 1971.

2. ¥e agpree that there has been o reduction in PCI mersonm:l
proceszed throush CI'3 £0 & result of the DALPA and OFRID oversian ~cc‘iue-
tlon program. This reductisn has been oflfzet somovial by o ratlor
gizgoable inerease in TUY tiavelars, bub of considerably more inpwu:mcc
ave tha additionsl responsibiliities edded to CIB in the Flonmee pesbicn
a8 yell as the general growth of CFB responsibvility in tho transcoriation
field, This has resulted in an ectunl worklesd lucraase anu iz reflected
a8 fallowa: f

&, Transportaticn Ecetion

(1) In Hay 1965 the Personal Property Seetion was trancforred
from the Office of Iogistics to Centrel Proceseing Branch followed
by tho Transporistion Divicion, 0f{icoe of Iogintics ba'xm
abolished, Sinee that time there has bean a stendy weronog i
responsivllitics for information, sdvice end iaterpreto t;ma of
regulations mgj;e.xﬂin tronsportation. CFR is loglicd win o
tha "expert™ Jor transportation procedurel and pollicy problens.
This exponded counseling service has regulred an inexdcca ..m
claaved goverament and industry contacts for up-to-date
twgimla Informntion.

{(2) Tras mrbauion counseling and procassing sorvices
started for CIAFIS rotirecs in 1968 Tals was grootly oxpended
when the same beneflts wers extended |G : 25}1A
April 1971.

Since February 1969 itinerories have bean prosared
for cimned w0 WH orea to avold travel theovsa Micnd
‘ In an eiiort To niainize hijocking zicks.
25X1C

b, PFlorace Seetiont Thare wos a seven perceat reduction in
atatinti.c:zl eo}mm ira 1967 to 19703 however, in anticipation of
the BALPA ond OPRID progroms, the following ...&di“tiamzl Mzg;c.rx:;s,blli.tim
worg asssuned vy t.lw Piacnce bection:

(1) #icancial bLriefing of conbrect mplwmu under officiol
cover. This wricfing follows the somae patt;em wsod Lo Dtall
Enployecs on I o 05 assimmanta.
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(2) Relrburscaemt for trovel axpensas for clerlicel EOD"5.
Thig procedurs £lso requives fwmishing the Offlce ol Finmace
8 voucher raflecting these expandituras for tax puxposes.

. (3) Teonsfor of Accountability for noneconturrcat depondeat
travel to the Tiald staticns. This wes formerdy doas Ty the
aroa divisions. '

{4} Preporation of advances for retirses who ave driving
via YOV to point of ratireuent.

{(5) Cortification of advances for operational wxponses
while in & travel stabus. Pricor to thls dime, suthority was
linmited to per dien end miscollansous traval @penses.

(6) Cartification of advances for oparational cxpanses
while in & trovel status. Frior to this time, authoerity wes
limited to por dien and niscelluneous travel oxpenses.

17) Corsification of the Imprest Fund sceovnting weucher

for the Travel Section, CPB. This hed buon endited and cerbivied
in tho 0ffice of Pinsnce.

25X1C

{9} Tha ctmmubed rata procedurs wes cxpended 5 include
FE, NI, ond WM grezs. While the overall advantazes of tha
corpmted rate procadure ara many, the addlilonal tecunical
procecure Tor its implemnm ion has increased ti:e workload 3n
thia Sectlon.

Ce D!““"XJ?I*:}T tnficn Sectiont Althoush the total raduetion in
dacum"n‘c..zc;.o.m Cires 1ooi bes beoen light, o corefd rovies vas ovia
of this seciion and it vas recommendod that ona Fersonnel Froglnaing

- Asslotant, G500, rotiree, not be repleced. This ropreseated o 20
parcent roduction in the profesasional persomnal in this guoctlion in
the spring of 1971.

3. Ve have concluded that with the reducticn ot one CU-0J position,
and pdded responsibilitice that require more concentrated eflect, mirae
offective use of tine and greaber knoviledge in the trensportablon Dleld,
Centrol Processing Branch neads the present personnel couploment to
proporly accouwplish ita miscion. : .
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